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Page No. l
•*•• Requesting Agency

HASHSfQTOS SUBURBAN SARITAHI CQMMIS'IOH

2* Division or Bureau of Requesting Agency

CASHIER'S G7FICI •

3 . Authorxzation Requested (Check only one of the squares below).
A B C

Dispose of present I J Es tab l i sh r e t en t i on sche- IV I Ifl-crof ilm and destroy
accumulation. Ho \ \ dule for records for which f~ \ o r i g i n a l s . Originals

add i t i ona l accumulation there i s a continuing accumu- i f not microfilmed vrould
i s an t i c ipa t ed . Records l a t i o n . The records w i l l cease be re ta ined for the period
have ceased to have to have value t o warrant t h e i r of time ind ica ted ,
value to warrant reten- retention after the period of •
tion. time indicated.

47
Item
No.

5. Description of Records
Describe records accurately. Include title, fora number,
purpose, size of documents, inclusive dates, quantity (cubic
or linear feet), and show recommended retention period.
CARCELL3) CHECKS I
The chock* ({%• x 3|*) indicates the date* number, ataount*.
payee* fund and the beak, the -voucher number and the check
number eorreepond* Checks are listed in the check re&isterf
reconciled aonthly and audited annually. The Cozanilseion
has nicroflined all ohecka iasuod bj its offices* There
is occasional reference to the check file* The Conniesion
has kept all ch«cka aa a moans of avorting court actions^
since it can be sued. Checks are classified In two groups,
adainlstratlve and payroll. The administrative checks
ocoupy 13 check drawers (8 cubic feet in the Cashier's
vault). Payroll checks occupy 110 check transfllee (26
cubic feet in the basement vault). Period covered If tram
1918 to date. The checks are filed numerically according
to fund nuaber. Bate of accunulatlon is increasing annually
Approxijaately 30 cubic feet will be disposed of upon
approval of this sdiedule.

RBCOWIEHDiTIOHl Microfilm after audit and destroy
fr̂ t̂ ŷt Klcroflii cosies to Ue retained penasnently*

TMJI is an uonunbered fora (Q%* x 0%*) presenting an
Itemised aooount of funds paid for the specific purpose
for which the voucher vas drawn* Bach oet of original

. Recommendation
of hall of Re-
cords and Board
of Public Works,

7, Agency, Division or Bureau Representative

Signature

Schedule Authorized as Indicated in
Col, 6 by Hall of Records Comnis3ion,

CJ /Date Signature

Disposal J-uthorizad as Indicated in
Col, 6 by 3oard of Public TTorks.

Date Signature



•HR-HM l a

w« s • s • c •
A-9U9B

fy., f
REQUEST FOR RECORD RETENTION SCHEDULE
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Item
No.

SCHEDULE NO.
2 Z %

5. Descripton of Records
Describe records accurately. Include title, form number,
purpose, size of documents, inclusive dates, quantity (cubic
or linear feet), and show recommended retention period.

E" rc»- 2
o. Recommendation

of Hall Re-
cords and Board
of Public Works-

voucher forms beers a control number (pernumbered).
Inf ornaiion shewn on the voucher lnoludM the ehsdk
number, budget account number, nane of payee, date.
araotmt paid, and authority for payment. This fora was
changed recently to include claim for payment* Upon
payment the fora beooaao the Toucher* the Treasurer's
office aakosall payments for the elaia. All supporting
documents are filed vith the vouchers* A H payaents are
recorded and filed later la the Cashier*a office* Post-
ing indicates the date* payment, voucher maker, payee,
oheck number and araount* This is the only signed record
of paynonta retained by the Ooaniesiozw The vouchers
are filed nsRorieally by funds and 000197 feb drawers
i 30" xJ5« x a»}_3_-rc«ji to a drawer for the years 1?18,
to date, in the first floor vault* fieferonce file of
vcucherc are filed ic the Cosgrtacollcir1* office* Corplete
series of vouchers from taseSotr 1 to date (12 drasrers -
30* 3. 12" x ID") or 20 cubic fet are stored la the
baseraont vault. The rate of accumulation is 2 cubic
feet per year* This rate is increasing slowly* An
outside audit is Bade acnually,

BECQKKBHDATXOSt Microfila after audit and destroy
originals* Microfila eopies are to be retained
penaanentlgr*
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